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CHARLES COUNTY GOVERNMENT
RECORDS MANAGEMENT DIVISION

Schedule No.c

=7

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 9
Agency Division/Unit
CHARLES COUNTY GOVERNMENT PUBLIC FACILITIES
Item Description Retention
No.
1 GENERAL CORRESPONDENCE Screen annually. Destroy
) material having no further
Subject arrangement of original incoming letters, administrative, fiscal, legal,
outgoing letters, memorandum, and any and all or operational value. Retain
correspondence of the department or it's division. permanently any material
that serves to document
the origin, development, and
accomplishments of the
department or it's divisions.
Transfer periodically to the
MD State Archives.
2 TIME AND ATTENDANCE Retain for 3 years,
_ then destroy.
Files may contain some or all of the following:
leave requests, comptime request, weekly
timesheets, etc.
3 EMPLOYEE PERSONNEL RECORDS Retain for 3 years after
termination, then destroy.
Files may contain some or all of the following:
evaluations, awards, training, written correspondence,
etc.
4 FISCAL YEAR BUDGETS Retain for 3 years,

Budget expenditure files for departments, tracking
of expenses, invoices, purchase orders, check
request, etc.

then destroy.
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Signature
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Schedule Authorized by State Archivist
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Schedule No.
CHARLES COUNTY GOVERNMENT C—3x27
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 2 of 9
(Continuation Sheet)
Agency ' Division/Unit
CHARLES COUNTY GOVERNMENT PUBLIC FACILITIES
ltem Description Retention
No.
ADMINISTRATION FILES
1 PAYROLL SHEETS Retain for 2 years, then
_ destroy.
Payroll sheets with on call pay
2 DAILY STOCKROOM TICKETS Retain for 2 years, then
destroy.
Issues from stockroom
3 REQUISITIONS Retain for 1 year, then
destroy.
Requisitions are used for reorder purposes
4 TIME CARDS Retain for 2 years, then
destroy.
Verify time worked
5 PRODUCTIVITY MEASUREMENTS Retain for 3 years,
then destroy.
To maintain and monitor daily activities.
6 FUEL REPORTS Retain for 2 years, and until
all audit requirements have
Monthly fuel consumption, vehicle card number, been fulfilled, then destroy.
personal card number, fuel allocation to proper
account charges
7 CFA INVENTORY Retain for 3 years, and until
all audit requirements have
Current listing of stock inventory and repair orders, been fulfilled, then destroy.
monthly , year end and obsolete inventory reports
8 POLICY AND PROCEDURES Retain until replaced

Departmental Policies and Procedures

or superceded, then
destroy.




CHARLES COUNTY GOVERNMENT
RECORDS MANAGEMENT DIVISION

Schedule No.

L—ZRT7

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 3 of 9
(Continuation Sheet)
Agency Division/Unit
CHARLES COUNTY GOVERNMENT PUBLIC FACILITIES
Iltem Description Retention
No.
Administration Files Con't
9 CIP PROJECT FILES
Retain for 5 years, then
Listed by project, includes correspondence, budget destroy.
information and purchase orders
10 BUDGET FILES
General Fund, Enterprise Fund, Capital Project Retain for 5 years, then
Proposed budget, approved budget, budget destroy.
transfer request.
11 DIVISION MANUALS
Retain until updates
Misc. info. pertaining to phone numbers, evaluations, or superseded, then
anniversary dates, radio call numbers, copies of various destroy.
forms, job descriptions, equipment inventory.
CIP/BUILDING & TRADES
1 ARCHITECT DRAWINGS/BLUE PRINTS Retain for life of Facility,
plus 1 year, then destroy.
To have the ability to review drawings plans.
2 BUILDING MAINTENANCE FILE Retain for Life on Contract
plus 2 years, then destroy.
Maintain necessary information regarding contracting
and preventive maintenance. )
3 LEASE FILE Retain for life of contract/
lease, plus 2 years, then
To obtain copies of lease agreement information. destroy.
4 DAILY MAINTENANCE RECORDS Retain for 2 years,
then destroy.
To track daily activities
[




CHARLES COUNTY GOVERNMENT
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No.

C—-337

Page 4 of 9

Agency Division/Unit
UNTY GOVERNMENT PUBLIC FACILITIES
ltem Description Retention
No.
BUILDINGS & TRADES FILES CON'T
5 MISCELLANEOUS CIP/BUILDING & TRADES
Miscellaneous information on county facilities, i.e. Retain until tank is removed,
oil tank specifications, EDA requirements, inspection plus 1 year, then destroy.
certificates, etc.
6 COUNTY FORMS Retain until updated
or superseded, then
To have forms on hand. destroy.
7 TOOL INVENTORY
To maintain/inventory tools in department. Retain for life of tool, plus
1 year. then destroy.
8 KEY REQUEST LOG BOOK
Retain for 1 year
To inventory county issued keys then destroy.
PARKS AND GROUND FILES
1 EQUIPMENT MANUALS/INFORMATION Retain until updated
or superseded, then
Equipment Manuals and Specification Books destroy.
2 WHITE PLAINS GOLF COURSE DEPOSITS/INVENTORIES Retain for 3 years and
until all audit requirements have been
Deposit forms, monthly summary sheet, inventories fulfilled, then destroy.
3 BANK STMTS/CANCELLED CKS/DEPOSIT SLIPS Retain for 3 years and until
all audit requirements have
been fulfilled, then destroy.




CHARLES COUNTY GOVERNMENT
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. a# 5.27

Page 5§ of 9

Agency Division/Unit
CHARLES COUNTY GOVERNMENT PUBLIC FACILITIES
ltem Description Retention
No.
PARKS AND GROUND FILES CON'T
5 SPORTS PROGRAMS
Budget worksheets; league schedules; correspondence Retain for 3 years,
with public, season expenses information then destroy.
6 FACILITY SCHEDULING Retain for 4 years,
then destroy.
Master Facility Usage Scheduling
7 MARYLAND OFFICE OF PLANNING
Correspondence with Maryland Office of Planning; Planning Retain for 6 years,
Reports concerning Charles County and Open Space then destroy.
Planning.
8 PROGRAM OPEN SPACE GRANT PROGRAM Retain for 10 years, and until
Grant requirements are met,
Correspondence with Dept of Natural Resources; Grant then destroy.
Applications; Annual Fund balances
9 PARK CONSTRUCTION
Retain for life of Park,
Specifications for Park Facilities, details on Park plus 1 year, then destroy.
and current Park projects; project specification
books.
10 WATERWAY IMPROVEMENT PROGRAM Retain for life of grant or project, plus

Correspondence with Department of Natural Resources;
Grant Applications; Project fund balances; Project
Specifications.

2 years and until all audit requirements
have been fulfilled, then destroy.




CHARLES COUNTY GOVERNMENT
. RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No. C _ 527

Page 6 of 9

Agency Division/Unit

CHARLES COUNTY GOVERNMENT PUBLIC FACILITIES

Item Description Retention
No.

PARKS AND GROUNDS FILES CON'T

11 WHITE PLAINS GOLF COURSE/GROUNDS CHEMICALS

List of chemicals utilized in golf courses & general grounds
maintenance; calendars for application of chemicals;
application rates.

1 BLANKET PERMITS

Copies of all utility permits issued for County roads.

2 ATHLETIC FIELD INFORMATION

Copies of bills, overtime, etc. for athletic field projects
done by roads.

3 DEPARTMENT OF NATURAL RESOURCES

information on wetlands, wildlife and tree permits

4 DRIVEWAY ACCESS PERMITS

Copies of all driveway permits issued for Charles
County from 1996 to present.

5 CHARLES COUNTY ROADS

Deeds and inspection reports from PGM for
all County roads.

Retain for 6 years,
then destroy.

Retain for 3 years,
then destroy.

Retain for 3 years, and until
all audit requirements have
been fulfilled, then destroy.

Retain for 3 years,
then destroy.

Retain for 3 years,
then destroy.

Permanent, transfer
periodically to the Md.
State Archive.




CHARLES COUNTY GOVERNMENT
RECORDS MANAGEMENT DIVISION

Schedule No. C"’ §27

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 7 of 9

(Continuation Sheet)

Agency Division/Unit
CHARLES COUNTY GOVERNMENT PUBLIC FACILITIES
ltem Description Retention
No.
ROAD FILES CON'T
6 SIGN REQUEST
Retain for 3 years,
Requests/work done on signs from other then destroy.
departments throughout the County
government.
7 SIGNAL MAINTENANCE Retain for life of
signal, plus 1 year,
Agreements on signal maintenance for then destroy.
Charles County.
8 BOARD OF EDUCATION Retain for 3 years, and
until all audit requirements
Road repair for schools and asphalt invoices. have been fulfilled, then destroy.
9 ROAD MAINTENANCE
FY 1992 - 1995 Qverlay, Slurry Seal ('92-95), Line Retain for 3 years,
Striping ('92-95), Shoulder Maintenance ('92-95). then destroy.
10 BRIDGES/CIP PROJECTS Retain for 3 years, and
until all audit requirements
All information, supplies used, payroll, etc. have been fulfilled, then destroy.
used on Pine Grove, Poor House Rd, Popes
Creek Rd and Woodpville Road Bridges, and
Smallwood Drainage.
SOLID WASTE/VEHICLE MAINTENANCE
1 UNIFORM RECORDS Retain for 3 years, and
until all audit requirements
Records for uniforms and boots for employees have been fulfilled,
of the landfill. then destroy.




CHARLES COUNTY GOVERNMENT
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

{Continuation Sheet)

Schedule No. C"‘ 5;77

Page 8 of 9

Letters, permits, tonnage figures, hazardous waste
info., material recycling information applicable to
recycling operation.

Agency Division/Unit
CHARLES COUNTY GOVERNMENT PUBLIC FACILITIES
item Description Retention
No.
SOLID WASTE/VEHICLE MAINTENANCE CON'T
2 SHOP EQUIPMENT AND TOOL INVENTORY Retain for life of equipment/
tool, plus 1 year, then
Files on equipment, serial numbers over $500.00 destroy.
in value. Files on all shop tools & equipment.
3 VEHICLE SAFETY INSPECTION CARDS Retain for life of vehicle
plus 1 year, then destroy.
Inspection safety cards for vehicles.
4 VEHICLE/EQUIPMEMT INFORMATION Retain for life of
equipment/vehicle
Serial numbers, locations, etc for all plus 1 year, then destroy.
equipment and vehicles.
5 REPAIR MANUAL LIBRARY Retain until updated
or superseded,
Equipment and vehicle manuals, Equipment then destroy.
Specialty Manuals.
6 WEIGH TICKETS Retain for 2 years,
then destroy.
Weigh tickets for use of landfill.
7 RECYCLING SURVEYS
Retain for 3 years,
Scrap metal, glass, aluminum can, newspaper, then destroy.
tickets, station logs, tag-a-bag sticker logs.
information required for compilation of recycling
reports/surveys.
8 RECYCLING OPERATIONS Retain for 5 years,

then destroy.




CHARLES COUNTY GOVERNMENT
RECORDS MANAGEMENT DIVISION

, "RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. C"' 72 7

Page 9 of 9

Agency Division/Unit
CHARLES COUNTY GOVERNMENT PUBLIC FACILITIES
Item Description Retention
No.
" SOLID WASTE/VEHICLE MAINTENANCE CON'T
10 LANDFILL OPERATIONS Retain for life of
landfill, plus 1 year,
Letters, surveys, reports, tonnage figures, then destroy.
general information regarding Charles County
Sanitary Landfill and Pisgah landfill.
11 LANDFILL INFORMATION AND REGULATIONS Retain for life of landfill,
plus 1 year, then
Information/regulations pertinent to landfill destroy.
operations.
12 LANDFILL RECORDS Retain for 3 years, and
until all audit requirements
Landfill records include copies of bills paid, tonnage have been fulfilled,
reports, customer records, and leachate reports. then destroy.
13 SOLID WASTER ADMINISTRATION Permanent

Letters, reports, minutes, policies pertinent to the
operation of the Solid Waste Division.

Transfer periodically
to the Maryland State
Archives.




MEMORANDUM

TO: Victoria Greenfield,
Assistant County Administrator
FROM: Michael T. Mudd, WMQ‘O
Deputy County Administrator
DATE: May 7, 1997
SUBJECT: Records Retention
Pursuant to your memorandum dated March 18, 1997, please find attached, completed

Records Inventory Forms for the Department of Public Facilities. The forms are sorted by the
following Divisions:

. Administration

. Administration/Inventory

. CIP/Buildings & Trades

. Parks & Grounds

. Solid Waste

. Solid Waste, Sanitary Landfill
. Roads -

. Vehicle Maintenance

If you have any questions or if we may be of further assistance, please do not hesitate to
contact me.

Attachments

- MTM:TDK/tdk

i
;

o Ave g, nl!q 3
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. COUNTY commissimms e
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___ LAPLATA MARYLAND"" *




Instructions - Type or Print a separate form for sach
~ew or revisad recard serigs, forward with Record
otention Schedule (DGS 530-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTCRY

7275 WATERLOQ RQOAD
P.O. BOX 275
JESSUP, MARYLAND 20734

PAGE OF

'y /, D epartmenVAgency
Public Facilities

2. Division

Administration

3. Unit

DEFINITION - RECCRD SERIES - A group of related records normally filed and used as a unit fer referance as well as retention and disposition purposes.

4. Record Series Title

Personnel Files-Administration

5. Earliest Year/Latest Year
1974 to _Present

Evaluations, Correspondence, Leave Records,

Time sheets

6. Record Series Description (Briefly dascribe the typas of informationn/documentsiforms found in the sariss. Include the purpase or function of the saries.

7. Record Seres Format(s) 8. Record Series Seguenca 9. Volume
X File Drawer(s)
A Lettor Size O Microfilm X Alphabetical O Micrefiim Reel(s)
1 O Computer Taps(s)
O Legal Size Q Computer Tape 8 Numerical Number 0 OCther (specify)
O Bound Book 0 Floppy Disk O Chronological
: . 10. Annual Accurnulation
1 Audio Tape O Video Tape 0O Geographical O File Drawer(s)
. . ’ O Microfim Reel(s)
0 Cther (specify) O Cther (specify) 0 O Computer Taps(s)
De— Number O Cther (specity)
11, File is Used ‘12. File Becomes Inactve After
O Daily X3 Weekly O Monthly N/A 0O Month(s) O Year(s)
Number
13. Current Location(s) {Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
. (If yes, specify agency or office)
Public Facilities, Administration Building Yes O No
‘ Personnel
15. Access Restrictions Q Yes O No 16. Audit Requiraments
(If Yes. cite Law(s) & Regulation(s)
. R R None 0O State O Federal O Independent
Confidential
17. Is an Indax System Used? (If yes, explain briefly and describe 18. Recommended Retsntion .
any hadware/software / &%f . F’ -
o KTtz + 7 ” W/
O Yes X No - Three Years after _ ’/¢74§}L)
- P
—_ Lo
DesTrs 7
19. Name and Title of Preparer h 20. Telephone Number - 21. Date
Pat Hall-Office Manager (301)932-3440 May 6, 1997

DGS 5503 (Rev. 1/93)




|

Instructions - Type or Print a separate form for sach
~ew or revisad record series. forward with Record
atention Schedule (DGS 530-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO RCAD
P.0. BOX 275
JESSUP, MARYLAND 20734

AGENCY RECORDS INVENTCRY

PAGE OF

v ), D sparment/Agency
Public Facilities

2. Division

Administration

3. Unit

DEFINITION - RECCRD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Racord Saeries Title

Inactive-Miscellaneous Department Correspondence

S..Eariest Year/lLatest Year
1995 to 1996

6. Record Serias Description (Briefly describe the types of informationn/documentsiforms found in the saries. Include the purpose or function of the seriss.

Inter-Office Correspondence, Citizen Correspondence, Alcohol & Drug Testing,
Fixed Assets, Position Listing

O VYes 3 No

Desbrow—

7. Racord Series Format(s) 8. Record Series Sequenca 9. Volume
: O File Drawer(s)
X Latter Size 0O Microfim K Alphabetical O Microfim Reel(s)
2 O Computer Taps(s)
O Legal Size O Computer Tape 0  Numercal Number X Other (speciy)
O Bound Book O Floppy Disk 01 Chronological Storage Boxes
. Annual " lat
2 Audio Tape O Video Tape O Geographical 10. Annual Accumula én File Drawer(s)
; . O Microfim Reel(s)
0 Other (specify) Q Cther (specify) 0 O Computer Tapa(s)
E——— Number O Other (specify)
11, File is Used . 12. File Becomes Inactive After
g Daily 0 Weekly O Monthly O Month(s) a Year(s)
N/A Number
13. Current Location(s) {Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhera?
. sy s (If yas, specify agency or offics)
Public Facilities O VYes X No
15. Access Restrictions a Yes g No 16. Audit Reguirements
(!f Yes. cite Law(s) & Regulation(s)
® None O State O Federal O Independent
17. Is an Index System Used? (!f yes, explain briefly and describe 18. Recommended Retention —, s .
any hadware/software , P B = '(’/,;/—"’/‘
e U5 [Tl TAE Sz e

 19. Name and Title of Preparer

Pat Hall-Office Manager

20. Telephone Number -
(301)932-3440

21. Date

May 6, 1997

DGS 5504 (Rev. 1/33)




DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTCORY
instrucions - Type or Print a separata form for sach RECORDS MANAGEMENT DIVISION
~ew or revisad record saries, forward with Record 7275 WATERLOO ROAD
etention Schecule (DGS 53¢-1) P.0. BOX 275
JESSUP, MARYLAND 20794 PAGE __ OF ___
tw 1, DeparmentAgency A 2. Division 3. Unit
Public Facilities Administration

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retantion and disposition purposes.

4. Record Series Title 5. Earliest Year/Latest Year

. 1994 0 Pres
Miscellaneous Department Correspondence ent

8. Recerd Series Description (Briefly describe the typas of inforrnat:'onn/doéuments/’forms found in the series. include the purposs or functon of the series.

Inter-Office Correspondence, Citizen Correspondence, Alcohol & Drug Testing,
Fixed Assets, Position Listing

7. Recerd Series Format(s) 8. Record Series Sequence Q. Volume
- B File Orawer(s)
XLetter Size D Microfilm K  Alphabetical 3 O Microfim Reel(s)
O Computer Tapa(s)
O Legal Size 0 Computer Tape 0O ° Numerical Number O Cther (specify)
O Bound Book O Floppy Disk O  Chronological S
* | 10. Annual Accumulation
£ Audio Tape 0O Video Tape O Geographical @ File Drawar(s)
. : . ' O Microfilm Reel(s)
O Cther (specify) QO Cther (specify) 3 O Computer Tapa(s)
—— Number O Cther (specify)
11. File is Usad 12. Filo Bacomes Inactive After
O Daily X3 Weekly O Monthly O Month(s) £ Year(s)
Number : :
13. Current Location(s) (Bldg., Floor, Room) 14. s Record Series Duplicated Eisewhere?
: ' (It yes, specify agency or office)
Public Facilities-Administration O Yes X No
15. Access Restrictions O Yes 2 No 16. Audit Requirements
(1 Yes. cite Law(s) & Regulation(s) )
® None O State O Federal O Indepsndent
17. s an Index System Used? (If yes, explain briéﬂy and describe 18. Reccmmended Retsention
any hadware/software ' " : P 2 R
B . . & // , - / / :‘ :’1/
o Y N | WSE Gere/z) /7 e /i ] o

19. Name and Title of Preparer 20. Telephone Number - 21. Date

Pat Hall-Office Manager (301)932-3440 May 6, 1997

2 ev. 1/




Instructions - Type or Print a separate form for sach
~ew or revised recsrd senes, forward with Record
.otention Schedule (DGS 530-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLCO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20784

AGENCY RECORDS INVENTORY

PAGE OF

g ), D sparment/Agency
Public Facilities

2. Division

Administration

3. Unit

DEFINITION - RECORD SERIES - A group of related records nommally filed and usaed as a unit for referance as well as retention and disposition purposes.

4. Record Series Title

Inactive-Miscellaneous Department Correspondence

S. Earliest Year/Latest Year
1995 10 1996

Fixed Assets, Position Listing

Inter-Office Correspondence, Citizen Correspondence, Alcohol &

6. Record Series Description (Briefly describe the types of informationn/documents/Aorms found in the serias. Include the purpese or function of the series.

Drug Testing,

7. Record Series Format(s) 8. Record Series Sequence 9. Volumse
: O File Drawer(s)
K Letter Size 0 Microfilm ¥ Aphabetical 5 O Micofilm Reel(s)
O Computer Tape(s)
0 Legal Size O Computer Tape D Numerical Number & COther (specify)
0 Bound Book Q Floppy Disk O Chronological Storage Boxes
" . : lati
3 Audio Tape 00 Video Tape O Geographical 10. Annual Accumula én File Drawer(s)
. . O Microfim Reel(s)
O Cther (specify) O Cther (specify) N/A O Computer Tapa(s)
Number O Cther (specify)
11, File is Used 12. File Becomes Inactive After
O Daily D Weekly O Monthly 8O Month(s) O Year(s)
‘Number
N/A
13. Current Location(s) (Bldg..' Floor, Room) 14, is Record Series Duplicated Eisewhere?
(i yes, spacify agency or office)
Public Facilities-Warehouse O Yes T No
15. Access Restrictions O Yes 8 No 16, Audit Requirements
(If Yes. cite Law(s) & Regulation(s)
R None O State O Federal O Independent
17. Is an Index System Uséd? (!f yos, explain briefly and describe 18. Recommended Ratention
any hadware/software o Y - ./ I il
. WSS ool f7ie. f e
O Yes XX No Destsroy-

19. Name and Title of Preparer

Pat Hall-Office Manager

20. Telephone Number -
(301)932-3440 i

21

. Date

May 6, 1997

DGS 5504 (Rev. 1/33)




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

Instructions - Type or Print a separate form for sach
new or revised record serias, forward with Record
‘antion Schedule (DGS 550-1)

7275 WATERLCO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794 PAGE ___ OF

v 1, D epartment/Agency

Public Facilities

2. Division

Administration

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and usad as a unit for refersnce as well as retention and disposition purposes.

4, Record Series Title
CIP Project Files

S. Earliest Year/Latest Year
: 1o Present

6. Record Series Description (Briefly describe the types of informationn/documents/forms found in the series. Include the purpose or function of the saries.

Listed by project - includes correspondence, budget information and purchase orders.

7. Record Series Format(s) 8. Record Series Sequence S. Volume
- & File Drawer(s)
& Letter Size 0 Microfitm #  Alphabetical 1 O Microfilm Reel(s)
: O Computer Taps(s)
O Legal Size O Computer Tape O Numerical Number O Other (specify)
J Bound Book C Floppy Disk O Chronological
) . 10. Annual Accumulation
0 Audio Tape O Video Tape O Geographical X File Drawer(s)
. . 4] O Microfim Reel(s)
O Other (specify) O Cther {specify) O Computer Tape(s)
_— Number O Cther (specify)
11. File is Used 12. File Becomes Inactive After
B Daily O Weekly O Monthly - O Month(s) O Year(s)
. . Number
13. Current Location(s) (Blag., Floor, Room) 14. is Record Series Duplicated Elsewhere?
(i yos, specify agency or office)
Public Facilities, Administration Building QO VYes X No
15. Accass Rastrictions 0 Yes ¥ No 16. Audit Requirements
(If Yes. cite Law(s) & Regulation(s) :
B Nore D State DO Federal D Indepsndent
17. Is an Index System Used? (If yes, explain briefly and describe 18. Recommﬁdei Retention
any-hadWa.re/software /F/& e Ve
ive years
O Yes & No y T — o

19. Name and Title of Preparer

Terri Kahouk
Contract Specialist

20. Telephone Number
(301)932-3441

21. Date

May 6, 1997

ev. 1/




Instructions - Type or Print a separate form for sach
new or revised record seriss, forward with Record
antion Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ RCAD
P.Q. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY |

PAGE OF

—

¢}, D epartment/Agency
Public Facilities

2. Division

Administration

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title
Budget Files

5. Eariast Year/Latest Year
1993 o Present

6. Record Series Description (Briefly describe the typas of informationn/documents/forms found in the seriss. Include the purpose or function of the series.

General Fund, Enterprise Fund, Capital Projects

Proposed budget, approved budget, budget transfer request

7. Record Series Format(s) 8. Record Series Sequence 9. Volume
5 File Drawer(s)
E Lotter size O Microfilm 0O Alphabetical 2 O Microfilm Reel(s)
: 0O Computer Tape(s)
O Legal Size 0 Computer Tape O Numerical Number O Other (specify)
J Bound Book O Floppy Disk 5 Chronological
. . 10. Annual Accumulation
3 Audio Tape O Video Tape 0 Geographical & File Drawer(s)
. ) j O Microfim Resel(s)
0 Cther (specify) O Other (specify) 1/2 O Computer Tapa(s)
Number - O Cther (specify)
11. File is Used 12. File Bacomes Inactive After
Daily O Weekly O Monthly Five O Month(s) X Year(s)
. Number
13. Current Location(s) (Bldg., Floor, Room) 14. |s Record Series Duplicated Elsewhere?
s . . . . . . . . lf Al g fﬁ
Public Facilities, Administration Building yesy:spwfy ag°'é°y OL‘; )
Fiscal Services
15. Access Restrictions O Yes B No 16. Audit Requirements
(If Yes. cite Law(s} & Regulation(s)
5 None O Stte O Federal O Independent

any hadware/software

5No

O Yes

17. Is an Index System Used? (If yes, explain briefly and describe

18. Recommended Retention

BT’ Fer—
Five years _——

19. Name and Title of Preparer

Terri Kahouk
Contract Specialist

|

20. Telephone Number

(301)932-3441

21. Date

May 6, 1997

av. 1/




Instructions - Type or Print a separate form for sach
" or revised recerd series, forward with Record
.ontion Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTCORY

—

PAGE OF

v 1, Department/Agency

Public Facilities

2. Division

Administration/Inventory

3. Unit

DEFINITION - RECCRD SERIES - A group of related records nommally filed and used as a unit for reference as wall as retention and disposition purpases.

4. Record Series Tille

Payroll

5. Earlisst Yearatest Year
1996 1t _1997

6. Record Series Descripticn (Briefly describa the types of informatienn/documents/forms found in the series.

Payroll sheets with on call pay:

Incdlude the purposa or function of the seres.

Number

7. Record Series Format(s) 8. Recerd Series Sequence 9. Volume
p'( @~ File Drawer(s)
otter Size O Microfilm (B/Alphabetical O Microfilm Resl(s)
: O Computer Tapsa(s)
7 Legal Sizs O Computer Tape 3 Numerical Number 0 OCther (specity)
O Bound Book 0 Floppy Disk g Chronological
10. Annual Accumulation -~
0 Audio Tape O Video Tape O Geographical = Fo Orawer(s)
) . ; O Microfim Resl(s)
O Cther (specify) O Cther (specify) [ O Computer Tapa(s)
Number D Other (specily)
11. File is Used 12. File Becomes Inactive After
O Daily tzr@k:y O Monthly O Month(s) m/@(s)

13. Current Location(s) {Bldg., Floor, Room)
Fhmmemecs Rimin, Hid

G

%

14. Is Record Series Duplicated Elsewhere?
yes, specify agency or office)

File Cabinet J! Yas O No
Payroll
15. Accass Restrictions a Yes O No 16. Audit Requirements
(i Yes, cite Law(s) & Regulation(s) 12/
None O State O Federal D Independent

any hadware/software

2" No

O VYes

17. Is an Index System Used? (If yes, explain briefly and describe

18. Reoommended Reten

4 @/ T

year
7/7/*2/(/ D255

ti

s~
7

19. Name and Title of Preparer

Jeanette McCully

20. Telephone Number -

301 932-3442

21. Date

5/06/97

. Purcha51ng Coordinator

G5 5 ev.




Instructions - Type or Print a separate form for sach
' or revised record seriss, forward with Record
.antion Schedule {DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO RQAD :
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

pace _Ll cF 1

¢ |, DepartmenvAgency 2. Division

Public Faciliites

Administration/Inventory

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes. i

4. Record Series Title
Fuel Reports

5. Earliest Yaar/lLatest Year
1996 1

to proper account charges

6. Record Serias Dascription (Briafly describa the typas of informateonn/documents/forms found in the saries.

Monthly fuel consumption, vehicle card #,

Include the purpesa or function of the sarias.

personal Card # Fuel allocation

7. Record Series Format(s) 8. Record Series Sequence 9. Volume -
’ Eﬁ Drawer(s)
Wéer Size O Microfiim O Alphabetical , O Microfim Reel(s)
{ 0O Computer Tape(s)
71 Legal Size O Computer Tape 0 Numerical Number 0 Cther (spedify)
O Bound Book O Floppy Disk E/Chrohological
10. Annual Accumulation
0 Audio Tape O Video Tape O Geographical 8 G Fio Drawer(s)
. . o _ O Micofim Resl(s)
O Other (specify) g Cther (specify) { O Computer Tapa(s)
_— Number O Other (specty)
Inventory Office File
11. File is Used 12. File Becomes Inactive After
O Daily 0O Weekly onthly O Month(s) D/{ar(s)

Number

13. Current Location(s) (Bldg., Floor, Room}

Inventory Control Office

14, Is Record Series Duplicated Elsewhere?

(If yss, specify agency groffice)
D Yes No

ofo

15. Accass Restrictions O Yes
(If Yes, cite Law(s) & Regulation(s)

16. Audit Requirements

D@e BF/ed;raJ '

O None O Independent

17. Is an Index System Used? (If yes, explain briefly and describe
any hacfware/software

18. Recommended Retention

T G2 FEr—

Yos O No two years gy s o777 /f// /f//d//
Petro Vend )?e fcfﬁpf_ /f)ﬁ/“’ é:ﬁfﬁ—)
) //e:g T DeJrs
19. Name and Title of Preparer 20. Telephone Number - / 21. Date /
Jegngtte MeQully, . 301 932-3442 5/06/97




Instructions - Type or Print a separate form for sach
1 or ravised recard serigs, forward with Record
ention Schaedule {DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLCQ ROAD
P.O. BOX 275
JESSUP, MARYLAND 207394

paGE_L oF _L

¥ 1, Department/Agency

Public Facilities

2. Division

Administration/Inventory

3. Unit

DEFINITION - RECORD SERIES - A group of related records nommally filed and usad as a unit for reference as wsll as retsntion and disposition purposaes.

4. Record Series Title

Requisitions, PO Nos.

5. Earliest Year/Latast Year
1992 + 1997

Requisitions are used for reorder purposes

6. Record Series Description {Briefly describe the typas of informaticnn/documents/forms found in the series. Include the purpose or function of the sarias.

7. Record Series Format(s) 8. Record Series Sequence 9. Volume V
B/File Drawer(s)
Dféner Size O Microfilm O Alphabetical : O Microfim Resl(s)
- i 0O Computer Taps(s)
"1 Legal Size 0 Computer Tape mjmerical Number QO Cther (specify)
O Bound Book O Floppy Disk O Chronofegical
10. Annual ‘Accumulation
2 Audio Tape O Video Tape O Geograghical " Flo Drawer(s)
. , , O Microfilm Reel(s)
0 Other (specify) O Other (specify) 77 O Computer Taps(s)
Number O Other (specify)
Storage Boxes
11. File is Used 12. Fila Becomes Inactive After
" @ Daiy O Weakly O Monthly 'O Month(s) @ Vear(s)
Number
13. Current Location(s) (Bldg., Floor, Room) 14. Is Record Series Duplicated Elsewhere?
(1 yes, specify agency or office)
Warehouse Shelf (boxed) @~ Yes O No
Purchasing Dept.
15. Access Restrictions a Yes W 16. Audit Requirements
(If Yes. cite Law(s) & Regutation(s) ID/
None O State O Federal O Independent

any hadware/software
B/Yes O No

otus

- 17. Is an Index System Used? (If yes, explain briefly and describe

18. Recommended Retsntion

1 year

RETRIA fo—

a

19. Name and Title of Preparer

Jeanette McCully
Purchasing Coordinator

20. Telephone Number -

301 932-3442

21. Date

5~-6-97

b/ av. v/




Instructions - Type or Print a separate form for each
' or revised record sanes, forward with Record
sntion Schedule (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT OIVISION
7275 WATERLOGQ RCAD
P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTCRY

PAGE_1 _OF _1_

¢ ), DeparmenvAgency

Public Facilities

2. Division

Adminstration/Inventory

3. Unit

DEFINITION - RECCRD SERIES - A group of related records normally filed and used as a unit for refersncae as well as retention and disposition purposes.

4. Record Series Title
‘Daily Stockroom Tickets

5. Earliest Year/Latest Year
1992 4, 1997

Issues from Stockroom _

6. Record Series Description (Briefly describe the typas of informationn/documents/forms found in the series.

Include the purposa or function of the saras.

7. Record Series Format(s)

Eﬁter Size

8. Rececrd Series Sequence

8. Volume

Bﬁ) Drawer(s)

Number

O Microfilm O Alphabetical ) O Microfim Resl(s)
O Computer Taps(s)
~1 Legal Size 00 Computer Tape O Numerical Number O Cther (specify)
O Bound Book O Floppy Disk Aaronologica]
10. Annual Accumulation
2 Audio Tape 0 Video Tape O Geographical M e e Drawer(s)
. . ( O Microfim Reel(s)
0 Other (specify) _ O Cther (specify) O Computer Taps(s)
Number Cther (specity)
Storage Boxes
11. File is Used ~~ : 12. File mes Inactive After .
z4aily 0 Weekly O Monthly 2 O Month(s) B/Year(s)

13. Current Location(s) (Bldg., Floor, Room)

Warehouse Shelf

O Yes

14. |s Record Series Duplicated Elsewhere?
(! yes, specify agency ffice)
7 Na

(o}

2 fo

15. Accass Restrictions O Yes
(If Yes. cite Law(s) & Regulation(s)

16. Audit Requirements

E/Yes 0 No

ac Easy(Past)

O None O State O Federal  EThdependent
17. Is an Index System Used? (It yes, explain briefly and describe 18. Recommended Retention
any hadware/software Q.-_a;/ﬂjy o

One Year 4Hk¢ﬂﬁa%n-audasa49x;21.Aﬁﬂgyrifi

/21) }%/&ﬁ’ffcg,(,
Lot [ ed T DRET 5

BP7ENT] S P

19. Name and Title of Preparer

Jeanette McCully
Purchasing Coordinator

20. Telephone Number -

301 932-3442

21. Date

May 6, 1997

DGS 5504 (Rev. 1/93)




Instructions - Type or Print a separate form for each
7 or revised recard saries, forward with Record
.ention Schedule (DGS 530-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT ODIVISION

AGENCY RECORDS INVENTORY

7275 WATERLCO ROAD
P.O. BOX 275
JESSUP, MARYLAND 20734

PAGE 1__ OF

¢ 1. Dopartment/Agency

Public Facilities

2. Divisien

Adminstration/Inventory

3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title
Personnel

5. Earliest Year/Latest Year
to 1997

8. Record Series Description (Briefly describe the types of informatienn/documentsiforms found in the series.

Personnel, job description, leave records, evaluations, recommendations, etc.

Include the purposae or function of the saries. ’

7. Record Series Format(s)

E?Qer Size

3 Microfilm

8. Recerd Series Sequenca

B/Alphabeﬁcal - .

8. Volume .
[=r File Drawer(s)
O Microfilm Reel(s)
0O Computer Taps(s)

Confidential

"] Legal Size 0 Computer Tape 0 Numerical Number 2~ Other (specify)
] ] 2 files
0 Bound Book O Floppy Disk @ Chronological
: . 10. Annual Accumulation
0 Audio Tape O Video Tape O Geographical O File Drawer(s)
. : ' O Microfilm Reel(s)
O Other (specify) O Other (specify) 0 O Computer Tape(s)
Number O Cther (specify)
11. File is Used B/‘ 12. File Bacomaes Inactive After
O Daiiy O Weelly Monthly O Month(s) O Year(s)
' Number -
13. Current Location(s) (Bldg., Floor, Room) 14. |s Record Series Duplicated Elsewhere?
» . (If yasrspecify agency or office)
Puil tac. Administration Office © Yes g Ne Personnel
15. Access Restrictions E/Yes O No 16. Audit Requirements
(If Yes, cite Law(s) & Regulation(s) ' l]/
None O State 0 Federal O Independent

any hamare/software

0O Yes

oo

17. ls an Index Systam Used? (If yes, explain briefly and describe

18. Recommended Retention

Aeidw for—377 = Py

-d-wt:f:::tz—w‘ T+

/f%f"';——'
TermIK T 1on) TenlDe o//"/

19. Name and Title of Preparer

Jeanette McCully
Purchasing Coordinator

20. Telephone Number -

301 932-3442

21. Date

May 6, 1997

9 av. 1/







